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SAMPIE REGULATION FOR NPRRATTNG
AN ARER REPOPTS MANAGFMENT PROGPAM

REPORTS MANAGEMENT

1. PURPOSE

Reports are vital to our Agency mission end to the efficient administra-
tion of owr intermal affairs. Also, reports make up a lerge portion of
our naperwork, For these rsasons we are obligateld to assure thet essontial
peports of the rizht type and highest quality meet our needs afficiently
and econounically, Such assurence c&n result from a systematic eontinning
rovisy of our requirements for reports. This regulation therefore, pro-
vides for this review and for the coorlinatinn of our reports mana genent
objeatives with those of other Apmency components.

2, PROGRAM OBJRATIVES

The (eomponent’s title) Reports Management Program ghall be continued to
ensure thats

a, Reports provide adequat~, ascurate anl timely data for the purnoses required.
b, Revorting workloads are minimized and restricted to the capablliiies of
preparing and using components; and that peaklonds and overtime are
avoided,

¢. Only essential reports are established or continued.

d, Reports are appropriats to the nissions of using corponents; and that
preparing components are the hest sources of the data.

6, Reporting procedures and systems are simole and orderly.

£, Tastruetions, dafinitions, ani forms are olear and complete.

¢, Existing sources of information rre publiclzed,

3, DEFINITIONS

s, Report An account or gtatemsnt of information in written marrative,
tabular, punch eard, or gravhiec form, transmitted from ona orgenizge

tiomal wlement to rnother in response to an expressed or assumed need
for information.
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(1) Administrative or Managemsnt Report. A veport that provides for
administrative or menagement eointrol over an activity or operasiion,
as distingulshsed from an eperational or intellipence report,

(2) Recurring Report. A report for which there iz & staniing require.
ment for itz submisslon. Tt may be either n perlodic report which
conveys essentially the same type of inform:tion at nrescribed
intervals (daily, weekly, ronthly, ete.}, or a gltustion report
vhich is nrepered on each occurrence of an event of certain pre-
scribed characteristics (e.g., report of an aceldent).

{3) Extermsl Report, A report required from, or prepared for, any
organization outside the (componentis title),

{4) Reports Mapsgement Officer. The official responsibls for operating
the icampenentﬁs titlei Reports Vemoement Program,

(5) Reports Gontrol Smmbol. An identifyins symbol asaipned to ar approved
raporting requirement.

PROGRAM ATWINTSTRATION AND COPE

A1l organizetional elemants of the (component's title) shall teke part
in the program. Fach Division and Staff Chief shall esteblish messures
te eontrol and improve intra-division or staff reports, and to coardinate
raquirementa for all other reports with the Reports Manegement Officer,
Under this soncept division and staff progsrams ¢an be tanilored to meat
spectfic needs, with top level support and puidance heing furnished for
the control and fmprovement of extsrnal and inter.division or staff
reports. The Reports Menagement Officer and s representative from each
division and ebaff shall comprise a panel to review requirements fop
eztermal an! inter-division or staf’ revorts,

With the exception of the types of doouments listed in Attachment 1, the
{zomponent?s t1tle)} Reports Mamagement Program shall enver all recwring
administrative or manapement reports:

(1) Sutmitted within the {component’s title),

{2) Received from or submitted to other headquarters compoments, domestic
or oversess fTield installations, or oreanlzations, Federsl or private
outside the Agency. ¥Fmohasis shall thus he placed on mamw egine all
recurring reports, whether premarad voluntarily, upon request, or by
direetion, However, this should not preclude the sersening end review-
ing of requasts “or one-time reports, if by such examinr tion none
ssgentisl or ‘nadequatz reportine can be vrevented,

POLINT™S

Report Dirsectives. Requirements for reports and recissions thereof
shall be stirted clesnrly and comnletely in writing,

Lagentle 1%y, Reports shall be required only to collsct essential informa~
tion, as distinet from that which 1s merely interesting or informative,
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Dwretion and Freguency. Reporting requirements shall be continuei only
as loryg and submitted only as fre uently as clrcumstances dictate.

Corsolidation. FRelsted reports in the seme subject matler erea shall
Te consolidated wherever possible,

Sumarization, Reports shall be summory in mature insofsr as practicable,
and dvoid of unnecessary detatl.

Ezonomical Frocedures. Reporting proceduras gshall be ss simples and
direct as prasible, Exlsiing basic records shall be employed as sources
%6 the fullest extent, Methods of preparing anl trensmitting reports
ahall be the most esonomical consistent with the erd use of the required
information, Reports that sre self identifying sholl be forwur—ded with-
out transmitinl correspondence.

Creation Centrol. The following controls shall be maintalined:

(1) Each proposal to establish or revise e requirement for an external
or inter-division or staff report shall be eleared throurh the
Reports Menagement Officer,

(2) TFach approved requirement for 2 renort shall be nssipned a reports
control symbol. Reports exempted from control shall be so identified.
Reports control symhols or exemption stotements shall be clted in
raport directives and in raports submitted accordingly. Persomnel
recelvine a revort directive which does not ecite sither a reports
control symbel or an exemptinn elause sheall so notify the Reports
Management 0ffi~er anddbfer complying with the directive nerding
natifieation that the vevorting requirement haz been approved by
appropriate ~uthority.

Reapnraigals. Exletine reporting re~uirements approved in accordance
with this regulation shall be reappreised at least annually. New or
rovised requirements shell he reaporaised initially within from three
to six months after submission o® the first report and annurlly there-
after,

RESPORSTRILTTTES
Fach Division and Staff Chief shalls

{1} Emsure that an active progrem for controlling and impruving reportis
is carried out within his organizatlon,

{2) Desigoate a person to represent his organization ae & menmbsr of the
{component’s title) Reports Review Pansl, The peraon gseleetsd should
have a broad knowledge of his organization's reporiing activitias
and requirements and be in & position to aet on adwinistrative
matters, The name of this person shall be furnished the Reporis
Management Officer,
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b, The Reports Management Nfficer shall:

(1) Direct and coordinate the Program by providing statf puldarce
and all basic plans, policies, and nrocedures,

(2) Review and coordinate for approval by the Reports Review Psnel
all requirements for external and inter-division or staff revorts.

(3) Assign reports control symbols to approved requirements for inter-
division or staff reports, and identify those reports exemnted
from control,

{4) Conrdinate requirements for gsternal reports with the Deputy Directoris
Reports Management Nfficer.

(5) Serve as Chairman of the {component®s title) Reports Teview Panel,
and as a voting member of the Nevuty Director®s Reporte Review Panel,

(6) Conduct stulies and reanpraisals of, mrintain records on, and publish
1ists of requirements for extermal ani inter-division or staff reports,

7., PRODEDIRRES

a, Request for Qggroval of o New or Revised Reporting Reguirement. Any
prooosal to establish or revise a requirement for an rxterral or inter-
division or staff revort shall te submitted to the Reports Yanapenent

Officer. The orisimator shall submit the following material:
(1) An original and two copies of Form No. 142 (Attachment 2).
(2) An oripinal ani one eopy (in draft form) of the propoged report

directive, including all forms, instructions, and proceduras proposed
to be issued.

gua TBITEIEE R

(3) Any 2dittional supportine material that will assist approvin~ officials
with their review,

. TR

If the provosal concerns an external report, the Reports Hana gement i
Officer shall place his recommendations on two coples of Form No. 142 i
submi tted to him, and forward them with a ecopy of all supporting material

to the Deputy Directoris Reports Management Officer.

b, Transmitiing Coples of Directives. Tnmediately upon issuing @ directive
which initiates, revises, or rescinds a requirement for an exterral or
inter-division or staf'f report, the origimator shall forwnrd & copy of the
directive to the Reports Management Officer. The Reports Vanapement
Officer shall forward tn the Deputy Director's Reports Management Officer
a copy of each directive concerning an external report,

7, R, WRTGHT
Director of (Component)

Attachments:

1. TypPpravensporfislaate 0816 Emnn#@@#emﬁmo%?%g’bgdé%% rement Progrok,
2, Form No. 142, Request for Approval of a New or Revised Repofting Requiremeni. ;
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PYPES OF REPORTS AND NCTPENTS FXEMPTED
FROM THR REPORTS MANAGZMENT PROGRAM

Formal reports of audit, survey,

bodies appointed for that purpose.

or investigation by edministrative

by such bodles to obtalin data are not exempt,

Comments and/or concurrences as nart of routine clearance of propossd
actions, requisitions, or publications.

Agency budget requirementss

a., The annual estimate or request for funds requlired by law. This
exemption does not ineclude neriodic collections of data used to
develop or supplement budget estimates or fund requests,

b, Reports upon apportionment and allocation of appropriated funds,

The following operating documents:

Accounting records

Affidavits

Agreements

Announcements

Applications or requests

Authorizations

Bids

Bills of lading

Certifications

Clains

Bills

Contracts and initial
allied papers

Devositions

Guwarantves

This exemption covers only the actual

Tdentification

lenses

Liens

Oaths of office
Payrolls

Permits

performance bonds
Recelpts
Receiving-and-inspection forms
Requi.sitlons

Sales slips

Shipping orders
Specifications
Statensnts of witnesses

cperating documente thenselves,

Reports concerning progress in preparing, numbers processed, elc., are

not exempt.
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However, recurring reports initiated
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